State of Kansas
Using the KS_PO_PCRD_TO_VCHR_XREF Query
Statewide Management, Accounting and Reporting Tool
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Date Created: January 24, 2013

Version: 1.0

Last Updated Date: January 24, 2013

Purpose of the Query: This query was designed to assist agencies in reconciling their monthly PCard
bills.

This query will provide the PCard status and, if the status is “Closed”, will
show the voucher ID and voucher line on which that PCard transaction was
vouchered/paid. The query can be used to validate which PCard transactions
have been vouchered/paid and which PCard transactions still need to be
Verified and/or Appoved for a specified period of time (ie. Billing Cycle).

It is expected that agencies would reconcile the PCard transactions within a
few days of the transaction being loaded into SMART. It is not necessary nor
recommended for agencies to wait until the end of the billing cycle to
reconcile and make payment.

Query parameters: Business Unit Security has been applied which means that users will be able
to see only those PCard transactions that are associated to their Business
Unit(s).

Prompt Values: In an attempt to mirror the UMB billing statements as closely as possible,
the Posted Date is being used as the filter on this query. The UMB billing
cycle is based upon the date that the transaction is posted to UMB’s system.

e Posted Date From: This date is the first date in the billing cycle.
Posted Date To: This date is the last date in the billing cycle.
Business Unit

Control Account
Cardmember Number
Transaction Date
Transaction Number

Result Sorts:

o|P W e

Security: Business Unit Security is applied.
The query can be ran by anyone with access to the tables used in this
qguery. This would include anyone with a PCard role, the exception is

if the user has only the PCard Holder role.
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Navigation: Reporting
Tools > Query > Query

Viewer >
KS_PO_PCRD_TO_VCHR_XREF

Select the “Search”
button. Select the
“Excel” link.

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search fy: begins with

Search

KS_PO_PCRD_TO_VCHR_XREF

Advanced Search

Search Results

*Folder View: | — All Folders — w

Description Owner |Folder ta Runlo Schedule
Excel |

KS_PO_PCRD_TO_VCHR_XREF Status & VchrID by Post Date Private HTML ExcB® Schedule Favorite
2. Enter the Posted Date
KS_PO_PCRD_TO_VCHR_XREF - Status & Vehr ID by Post Date
From, Posted Date To
Posted Date From: |11/2212012 [
and Business Unit. Select | [eessovsers 221z
“ ” Business Unit: 61000 |
the “View Results evnese |
button. : : : —
Account [Name 'L’::‘":b';':’er Tm:‘:‘:"““ SP:"“: Amount V°"'c"” Lme Merchant | Description| T"':I"':.":::'" 5,“’:““;’:: o= [ e OL’I‘:; S:hedulc A"";‘"’d AT:O“‘;I

Humber Humber Humber

Select the “Open”
button:

File Download

Do you want to open or save this file?

Mame: KS_PO_PCRD_TO_WCHR_XREF_Z6559.xls
Type: Microsoft Office Excel 97-2003 Worksheet, 35,56

From: smart.ks.gov

Open Save ] [ Cancel

‘wihile files from the Internet can be useful, zome files can potentially
harm your computer. If you do nat trust the source, do not open or
zave this file. What's the rizk?

The results will display in
excel.

12/1772012 Closed 426000002889 6 HEN HOUSE #31 CLASS SUPPU‘
121812012 Closed 47.700'00002889 7 WM SUPERCENTER#0319 FOOD
12/9/2012 Closed 36.260 00002889 8 WM SUPERCENTER#0319 FOOD & KITCY
12/1172012 Closed 5067000002889 9 WM SUPERCENTER20319 FOOD
122012 Cosea 57 350 00002880 55 SUTHERLANDS 1204 svrres &
1112012012 Ciosed 21.220'00002888 38 AES LAWN PARTS SUPPLIES
12/1/2012 Closed 6108000002889 40 SUTHERLANDS 1204 SUPPUES
121412012 Closed 4967000002889 37 THE HOME DEPOT 2218 SUPPUES & S
12/20/2012 Closed 110.440 00002889 36 TIMS TIRE CENTER SKID LOADE!
1112912012 Closed 14.280 00002889 35 SUTHERLANDS 1204 SUPPLES
1211412012 Closed 16.140'00002889 33 NAPA STORE 4140014 VEHICLE SUPP}
121712012 Closed | 20.400/00002869 34 OLATHE TURF NTRACTOR  AGRICULTU
12/1072012 Closed 254 02889 BY: LOQBY 39075 DDRMI ORY]
R ey S } ?e
N o R
Purchase [PO
(T i il |Order Line | Schedule Date of
Number Number Line Unit [PO Number [[Number Number |Approval
4 |24224432353105009389581 3 061000 o 0 1142013
= 7 ’24225382%335[’51 8960707 3 0 'S‘I 000 o 0 /1412013
{5 ’24225382%435[’549952'\44 3 0 'S‘IDDD o 0 /1412013
b ’242253823‘1735[’51 9913585 2 0 'S‘I 000 o 0 /1412013
L
S ’247893D23M334D5&ABBZD8 2 0 'S‘IDDD o 0 /1412013
{‘ ’247445523351248[’539[’757 3 D'S‘IDDD o 0 /1412013
3: (24789302338338176462707 H 051000 [} 0 /1412013
o [24610432340010177916033 5 051000 [} 0 /1412013
11 [24013392355001274967855 1 051000 [} 0 /1412013
"2 [24789302335335050273302 4 051000 [} 0 171412013
“ (24431052350206486100024 3 051000 [} 0 171412013
. '2475542352163529309975 1 051000 0 0 171412012
- 2 0 171412012

061000
-

"+24445002246200121604852

NOTE

You can also select the “HTML” Iink, which wiII show the results on-line, and
then select the Excel link from that page to export to an excel document.
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